
Attend all meetings / functions listed as required. 

Prepare spreadsheets per team (with participants information if available). 

Attend all meetings / functions listed as mandatory….. 

Update spreadsheets after collecting payments in a timely manner. 

Work with Board members to collect payments on the determined schedule 

dates and times. 

Make bank deposits of payments in a timely manner. 

Get credit card approvals and reconcile with bank spreadsheet. 
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